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=] Dear Hiring Manager, 


| am a hard-working and determined professional seeking an opportunity to 
succeed at your company. In my current position, | led a team to consistently meet 
project goals anew days ahead of schedule, and we exceeded our productivity | 
am confident that my knowledge, ability, and experience will allow me to deliver 
successful results for any company in a range of administrative positions. Here are 
highlights of my key skills: 

- Effectively manage my time through careful planning and organization of work 
activities 

- Possess an aptitude for identifying and resolving problems efficiently 

+ Excellent communication skills that result in positive interpersonal relationship 

- Consistently meet deadlines and produce detailed, complete work at a high 
standard 

- Repeatedly prove my ability to make sound decisions based on valid information 
- In my capacity as a leader, | learn to apply new information quickly and 
accurately 

- Strong computer skills and proficiency in MS OFFICE 

| am certain that | can be an asset in any position requiring hard work, enthusiasm, 
and reliability. Can we schedule a meeting to discuss how | can benefit Top Tier? | 
look forward to hearing from you shortly. The enclosed resume lists all of my 
relevant experiences and qualifications. 


Thank you for your time and consideration 


Yours sincerely 
SHAFQAT ALI MEMON 


Shafqat Ali Memon 


Admin Officer/ OTIncharge 


[ial Work History ey Contact 


2018-09 - Admin Officer & OTManager Phone 

Curent +92-311-7331226 /0346-39952110 
M/SNeotec (MD&EHS) Project of Govt of Sindh, 
Dadu/ Kharpur mirs , Pakistan E-mail 
° Monitor budgets and prepare reports shafgatmemon24@gmail. 
° Maintain medical and staff records com 


° Track medical and office supplies stock 


Update patient health records, including admissions and Skills 
insurance data 


. Create work schedules for staff members 
e Medication 


minimize costs administration 


Keep recordsof expensesand suggest ways to 


a 
° Answer queries from doctors, nursesand patients Advanced 
j Liaise with medical staff to identify efficienciesin Systems 
administration the facility's operations a 
Advanced 


e Ensure compliance with current healthcare regulations Administration 


2016-09 - Assistant Admin Officer Advanced 


2018-08 Business office 
Batool Medical Complex, Ranipur, Pakistan 
administration 
e Provides administrative support to ensure efficient 


operation of office. 


e Answers phone calls, schedules meetings and supports Administrative expertise 


visito rs. 
e Camies out administrative duties such as filing, typing, daneen 
copying, binding, scanning etc. Administration and 
f . management 
e Completes operational requirements by 
scheduling and assigning administrative projects and Advanced 


e expediting work results. as 
Employee benefits 


Makes travel arrangements for senior staff such as booking ane . 
‘ administration 
flights, cars, and hotel orrestaurant 


2014-09 - 
2016-07 


2013-07 - 
2014-08 


reservations. 


e Exhibits polite and professional communication via phone, 
e-mail, and mail. 
e Supports team by performing tasks related to 


organization and strong communication. e Develops 
administrative staff by providing information, 
educational opportunities, and experiential growth 
opportunities. 

e Ensures operation of equipment by completing 
preventive maintenance requirements, calling for 
repairs, maintaining equipment inventories and 
evaluating new equipment and techniques. e Provides 
information by answering questions and requests. 


OT Manager 


Shaikh Medical Center, Ranipur, Pakistan 
maintenance of theater, preparation, sterilization and 
provision of OTinstruments for surgical procedures; 
maintenance of OTequipment; assistance to surgeon, 
anesthetist and OTnurse during surgical procedures. 


OT Technician 


City Hospital Larkana, Larkana, Pakistan maintenance 
of theater, preparation, sterilization and provision of 
OTinstruments for surgical procedures; maintenance 
of OTequipment; assistance to surgeon, anesthetist 
and OTnurse during surgical procedures. 


a Education 


2020-01 - 
2021-12 


2012-08 - 
2013-12 


Bachelor of Science: Science Education 
Shah Abdul Latif University Khairpur Mirs - Khairpur Mirs 
OT Technician 


Sindh Medical Faculty Karachi - Karachi 


Advanced 


2017-01 - 
2017-07 


CIT: Computer And Information Sciences 


New Iqra Computer Center- Sobhodero 


M Languages 


F Award 


2022-09 
2022-09 


2021-06 


English 


Advanced 


Cc 
| 
c 


Advanced 


Sindhi 


Advanced 


Received Best Perfomance Award From Minster 
Local Govt Sindh Sayed Nasir Hussain Shah 


Received Bes Perfomance Award From Chaiman 
Local Council Association Sindh Sayed Kumail Hyder Shah 


Received Best Performance Award From District 
Health Officer Khairpur Mirs 


